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Request for Offer

	Framework Contract Nº
	Request Form ID

	40 XXXX XXXX
	WOXXXXXX


	To
	Company
	<company name>

	
	Contact person
	<contact name>

	
	e-mail
	<contact e-mail>


	From
	Department
	Finance Department

	
	Service
	Vendor Management and Economic Files (VMEF)

	
	Contact person
	<Office VMEF contract manager>

	
	Phone
	(+34) 965 139 XXX
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	<Office VMEF contract manager e-mail>


	Project
	<project name>

	Office Project Manager
	Program Manager Name

	Approximate start date
	As from signature date of the Specific Contract

	Delivery target date
	dd/mm/yyyy

	Clarity Project Code
	

	Order type
	Quoted Time & Means / Fixed Price
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1 Introduction

1.1 Objective
COMPLETE
1.2 Request for offer timetable
The Office expects to adhere to the timetable shown below. It should be noted, however, that the Target Dates are approximate and subject to change: 
	RFO Activity
	Target Dates

	Release of RFO
	D

	Final date for clarifications
	D + 10

	Proposals Due
	D + 15


The Deadline for submitting the offer is fifteen working days after the release of the request as defined per Framework Contract provisions. However, it will be appreciated if an offer could be submitted sooner. In addition, if contractor is unavailable to perform the tasks required or provide the necessary resources he should communicate the reasons as soon as possible. 

The contractor should acknowledge receipt of this request for offer within 24 hours starting from the submission by the Office.

Within ten days after the submission of this request, the contractor might request any clarification regarding the project in order to be able to submit a detailed offer that fits the purpose of this request.

Finally, by sending an offer the contractor understands all requirements and accepts the conditions of execution of the contract.

2 Project Approach
2.1 Background
COMPLETE
Detail of inputs for the project in ANNEX
2.2 Project description

2.2.1 Scope of the project
COMPLETE

2.2.1.1 Out of scope

COMPLETE

2.2.2 Functional and technical requirements
COMPLETE
Detail in ANNEX

2.2.3 Related projects
COMPLETE

3 Execution conditions

3.1 Project calendar
The start date is the day following the specific contract signature and will end in XX months from that date.

It will be considered positively:

· a project plan to reduce the implementation period

· ability to start immediately the implementation of the project

The main phases of the project are:
COMPLETE
3.2 Location of work

The project shall be implemented offsite the Office’s premises, exception made for the activities which require onsite collaboration, if any. All onsite work should be scheduled in the project plan.
3.3 Service working timetable*
COMPLETE

3.4 Infrastructure and other support facilities
IT related only: For project execution, it will be required to the provider the provision of IT infrastructure, development licenses and any other components or technical means necessary for carrying out work that is not explicitly stated in this document.

Detail in ANNEX

3.5 Description of methodology, standards and tools to be used

The contractor undertakes to meet the Office’s standards (documentation,…).
Detail in ANNEX

3.6 Deliverables and main milestones
	Deliverable
	Phase
	Comment

	
	
	

	
	
	

	
	
	

	
	
	


All project deliverables must comply with the Office’s Strategic Plan, including but not limited to alignment with performance indicators defined in the relevant balances scorecards.
Key project’s deliverables should have 2 maximum releases.
3.7 Acceptance process

The project deliverables must be technically confirmed and accepted by the Office Project Manager following the described process.

The deliverables will be firstly delivered for formal review. The Office has then 5 working days to submit its exhaustive and complete written remarks. These remarks will be integrated in the document for final acceptance (with track changes) after 5 working days.

The Office has XX working days to react on the acceptance/rejection of the document in relation with the requested modifications.

This is illustrated in the following table:
	Step
	Time in working days

	Delivery for formal review
	D

	Receipt of the written remarks form the involved parties
	D + 5 days

	Planned delivery for formal acceptance
	D+ 10 days

	Planned formal acceptance
	D+ XX days


3.8 Control reports for project management

The Contractor shall submit a report every XXX days, following the committee schedule and the format defined, with the following contents:

· Planning and detailed project progress

· Project deviations Analysis

· Management and changes report

· Project risk management report

· Follow-up report

· Incident management report

· Meeting minutes

· Approval minutes

The progress and extent of project risk will be measured objectively, based on the results delivered and will be accompanied by defined action plans on significant deviations.

3.9 Service level agreements*
3.9.1 Criteria and Objective

The Service Level Agreement (SLA) defines the minimum level of agreed service acceptable and provides a mutual understanding of service level expectation, the measurement methods and the possible associated penalties.

3.9.2 Changes in Service Level Agreements
Any changes to the SLA during the duration of the specific contract require an amendment and consensus between all parts involved.
3.9.3 List of Service Indicators proposed
	Code
	Informative Indicators

	
	

	
	

	Code
	SLA Indicators
	Limit

	
	
	

	
	
	

	
	
	


All indicators should be monitored and reported upon in the Monthly progress report.

3.10 Work team

The provider is required to detail in the offer the minimum committed team and a number of CV’s to demonstrate the capacity to provide the service.

In case of staff replacement, it should be noticed to the Office and accepted 15 working days before the end of collaboration of the team member.  It should be also noted that the provider is required to provide a handover at no extra cost for the Office, with a 10 working day overlap between the old and the new team member.
3.11 Invoicing plan

The invoicing proposed is based on the acceptance of the deliverables by the Office, following the schema:
COMPLETE
	Invoice
	Percentage of total amount
	Trigger Condition

	Invoice 1
	20%
	

	Invoice 2
	40%
	

	Invoice 3
	40%
	


3.12 Audits 

The Office may perform audits to verify the commitments of the accomplishment of contractual clauses and reliability of the information provided.

The contractor shall provide full cooperation to the completion of these audits. This will include the delivery of documents and physical access to locations where the service is being provided, to defined the Office staff (own personnel or subcontractors).

3.13 Guarantee period

During the guarantee period stated in XXXX, the contractor must ensure the response and resolution times for incidents shown in the table below:

COMPLETE
	Incident
	Time of response
	Time of resolution

	Critical
	20%
	

	Normal
	40%
	

	…
	40%
	


3.14 Penalties

Deviations in terms of deliverables submission or final project’s delivery against the agreed planning (if not caused by the Office) could be subjected to the application of

SELECT
[the Art 2.24 of the Framework Contract General conditions].
[of the Art 5 of the Framework Contract Annex VI (Service Level Agreement)]

3.15 Assumptions and constraints
COMPLETE
· The business language for this project is English. All documents and support information will be accepted in English.

· All products of this project (documentation,…) are property of the Office, and must follow the standards of the Office including document templates, formatting and others.

· Kick-off meeting must be scheduled after submission of the Project Plan for confirmation of the remote/onsite scheduling.

4 Offer content

The offer should be structured to clearly indicate documented information covering:

· Executive summary

· Proposed Solution

· Project Approach

· Project Plan and description of the different phases 

· Organizational model

· Methodology (if necessary)

· Quality Plan (if necessary)

· Value added offer 

· Description of improved or complementary activities to the requirements provided

· Economic offer

· Cost

· Invoicing schema

Revision History (Section intended exclusively for the Office’s purposes)
	Version
	Date
	Author
	Description

	1.0
	12/09/2013
	LF
	RfO Template published in QMS

	1.1
	18/10/2014
	LF
	Update after new Office’s organisation as of 9th of October 2014

	
	
	
	

	
	
	
	

	
	
	
	


Avenida de Europa, 4 • E - 03008 • Alicante, Spain

Tel. +34 965139100 • www.euipo.europa.eu
Page 4 of 9

[image: image1.png]